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1. Requesting Agency 

QUKEH ANNE'S CCUHTY 

2. Division or Bureau of Requesting Agency 

SUPKRVISCR OF ASSRSSMRMTS 
3. Authorization Requested (Check only one of the squares below) 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have value 
to warrant retention. 

4. 
Item 
No. 

B 

•
Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals.' 
Originals if not microfilmed would be 

retained for the period of time indicated. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1 . 

2 . 

PLATS 

Datesf 19U0 - -
Quan t i ty t 2 c u b i c f e e t 
Annual Accumulation s Very entail 

When a deve loper f i l e s a p l a t w i t h t h e C le rk of C i r c u i t C o u r t , a 
copy i s g iven t o t h e S u p e r v i s o r o f Assessments . These c o p i e s a r e 
used a s a i d s i n p r o p e r t y assessment* 

RBCOtfffiliDATIGJIl RETAIN PEKHAHENTET. 

ASSESSMENT BO0B3 

Da te s I 1876 - -
Quant i ty* 3$ c u b i c f e e t (72 v o l u r a s ) 
F i l e Arrangeiaenti By d i s t r i c t and a l p h a b e t i c a l t h e r e i n 
Annual Accumulation t & c u b i c f o o t 
I ndex t Tea 

The Assessment Books a r e a permanent , d e t a i l e d r e c o r d of t h e t a x 
a s s e a a s e n t o f each coun ty t a x payer* They a r e o r g a n i s e d i n two 
s e r i e s , one f o r g e n e r a l a s s e s s m e n t s and t h e o t h e r f o r a s s e s s m e n t s 
o f p e r s o n a l p r o p e r t y of i n d i v i d u a l s and f i m a . 

E n t r i e s a r e nade from t h e Assessment Ca rds , P e r s o n a l P rope r ty Returzuj , 
I n c r e a s e and Decrease i n Assessments , T r a n s f e r Books , and C e r t i f i c a 
t i o n s from t h e S t a t e Tax C o m i s s i o n . I n t h e c a s e of t h e g e n e r a l 

Signature 

Schedule Authorized-as Indicated in Col. 6 by jjfall of 
Records Commission. 

Date Archivist 

DisposaVAuthorized as Indicated in Col. 6 by Board of 
Public Works. 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

assessment s e r i e s , e n t r i e s a r e made f o r each p a r c e l o f p r o p e r t y , 
and show d a t e , name and a d d r e s s o f owner, l o c a t i o n and d e s c r i p t i o n 
of p r o p e r t y , v a l u e , house , b a m , r e a l v a l u e s , t a n g i b l e p e r s o n a l 
p r o p e r t y f o r county and S t a t e purposes* c r e d i t s and c h a r g e s , and 
a s ses smen t s f o r r e a l and t a n g i b l e p e r s o n a l p r o p e r t y . The p e r s o n a l 
p r o p e r t y s e r i e s shows d a t e , nana and a d d r e s s of owner, and amount 
of assessment f o r each y e a r . 

Though abou t f o r t y of t h e volumes a r e i n a c t i v e f o r assessraant p u r 
p o s e s , t h e y a r e f r e q u e n t l y u sed b y t i t l e s e a r c h e r s . The a c t i v e 
volumes a r e used by t h e T r e a s u r e r t o p r e p a r e t h e Tax B i l l s and Tax 
R o l l . 

WK iiw> II. ATIGHt RETAXB PERMANENT!! 

ASSSSS?gBT CARPS • 

D a t e s t 1922 - -
Q u a n t i t y i 17 cub ic f e e t 
F i l e Arrangements Annual , by d i s t r i c t , and a l p h a b e t i c a l 
Annual Accumulation i 1 c u b i c f o o t 
Disposab le Amountt 10 c u b i c f e e t 

An Assessment Card c o n t a i n s a l l d a t a which I n t h e a s s e s s o r s 
o p i n i o n a f f e c t h i s v a l u a t i o n o f a p a r c e l of p r o p e r t y . T h i s i n f o r -
a a t i e n i n c l u d e s t h e d imensions of t h e p r o p e r t y , u t i l i t i e s and 
s t r e e t s , mortgage and purchase p r i e s , and b u i l d i n g and improvements 

Cos c a r d i s used f o r each l o t o r f a r a , and a complete s e t of c a r d s 
f o r a l l a s s e s s e d p i o p e r t y i n t h e coun ty i s a l t -ays eta f i l e . When 
a r e - a s s e s s s e n t i s made a n e v c a r d i s c r e a t e d t o r e p l a c e t h e o l d 
o n e , which i s t h e n p l a c e d i n a n i n a c t i v e f i l e . The a c t i v e c a r d s 
a r e p o s t e d t o t h e Assessment Books and a r e t h e c u r r e n t working 
f i l e o f t h e Supe rv i so r of A s s e s s a s n t s . 

RECOMHEHDATICUl RETAIN PGR THREE TEARS OR DSTIL TRANSFERRED TO 
ISACTIVg FILE, WHICHEVER I S LATER, ADD THE3 DESTROY 

PERSONAL PROPERTY R] 

D a t e s t 1936 - -
Q u a n t i t y t 16 c u b i c f e e t 
F i l e Arrangeaant t Annual , b y d i s t r i c t , and a l p h a b e t i c a l 
Annual Accumulat ion! 1 c u b i c f o o t I 
Disposab le Amount! 6 c u b i c f e e t 

Schedu les of Pe r sona l P r o p e r t y a r e f i l e d a n n u a l l y witiiPthe^Super--

v i s o r o f Asses sann t s each y e a r by owners o f f e r n s and E s t a t e s - a n d -
u n i n c o r p o r a t e d b u s i n e s s f i r m s , an^ a r e used a s a b a s i s o f p o s t i n g s 
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t o t h e A s s s e s a s n t Books . There a r e two t y p o a of s c h e d u l e s t 

1 . Farms and E s t a t e s t E n t r i e s show d a t e , owner ' s name sod 
a d d r e s s , d e s c r i p t i o n of p r o p e r t y , s i g n a t u r e of ovne r , 
o a a p u t a t i o n of a s se s smen t , r e c o r d of a c t i o n i n e a s e of 
p r o t e s t , and f o l i o where p o s t e d . 

2* I n d i v i d u a l s and F i rms t E n t r i e s show d a t e , name and 
a d d r e s s of owners, d e s c r i p t i o n of b u s i n e s s and b u s i n e s s 
p r o p e r t y , and s i g n a t u r e of t a x p a y e r * 

t h e s c h e d u l e s a r e d i v i d e d i n t o a n a c t i v e f i l e , c o n t a i n i n g c u r r e n t 
s c h e d u l e s , and a n i n a c t i v e f i l e , c o n t a i n i n g s c h e d u l e s r e p l a c e d b y 
c u r r e n t schedules* 

R££0>ttENDATIONl RETAIH FOB THREE TEARS OR UNTIL ZHACTIVS, WHICH
EVER I S LATER, AM) THEN DESTROY, 

DECREASE AMD DECREASE IN ASSSSSfEHTS FCfiM 

D a t e s I 1951 - -
Q u a n t i t y ! \ c u b i c f o o t 
F i l e Arrangementt Chrono log ica l 
Annual Accumulation i Very s m a l l 
A u d i t t Annual o u t s i d e a u d i t 

I n c r e a s e s and d e c r e a s e s of a s ses smen t s on t h e T r e a s u r e r ' s Tax . 
R o l l o u s t be a u t h o r i z e d by t h e County Coandss ioners* T h i s a u t h o r i t y ! 
I s r e c o r d e d on p re -nuabered forms, p r e p a r e d i n d u p l i c a t e , w i t h I 
e n t r i e s shoving d a t e , t axpaye r , d i s t r i c t , t a x y e a r , anount and ca t*- ] 
go ry o f change I n a s s e s s m e n t , e x p l a n a t i o n ( a s t a t e m e n t t h a t t h e 
p r o p e r t y was s o l d , o r t h a t t h e r e c o r d s were i n e r r o r , e t c * ) , a 
recoraputa t ion of t a x e s , and t h e s i g n a t u r e s o f t h e P r e s i d e n t of t h e 
Board of County Cosn i s s ione r s and t h e C l e r k t o t h e Board . These 
forms a r e p o s t e d t o t h e Tax R o l l and t h e A s s a s s n e n t s Books* 

RECOMKEHDATIOKi RETAIH FOR THREE TEARS OR UBT1L AUDITED, fafilCHSVER 
I S LATER, ASD T8SS DESTROY* 

TRAHSFER BOOKS (CHARGES AND ABATBfTCIff BOOKS) 

D a t e s I 1830 - -
Q u a n t i t y 1 h cub i c f e e t ( l b vo l t t a s s ) 
F i l e Arrangements Chrono log ica l 
Annual Accumulation t Very s m a l l 
Disposab le Anount t 1 cub ic f o o t 
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When a t r a n s f e r o f r e a l p roper ty ' o c c u r s I n t h e County, t h e A s s e s s -
stent Books must b e c o r r e c t e d t o I n d i c a t e t h e new owner and any 
o t h e r new f a c t o r s t h a t n i g h t a f f e c t assessment* T h i s i n fo rma t ion 
i s t a k e n from t h e deeds r eco rded by t h e C l e r k o f C i r c u i t Cour t 
end p o s t e d i n t h e T r a n s f e r Books* The T r a n s f e r Books t h e n se rve , 
a s a b a s i s o f p o s t i n g t o t h e Assessment Books, end when t h i s p o s t 
i n g i s e o n p l e t e d have n o f u r t h e r va lue* 

T r a n s f e r Book e n t r i e s show d a t e deed executed* d a t e f i l e d , b u y e r 
end s e l l e r , d e s c r i p t i o n , c o n s i d e r a t i o n , assessment d a t e , and d a t e s 
p o s t e d t o Assessment Books* C u r r e n t l y t h e r e I s one T r a n s f e r Book 
f o r each of t h e seven e l e c t i o n d i s t r i c t s * 

RECOmEHDATZCaii RETAIH PERMtfEtJILY. 


